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P.AC: PLAIii101-S VORKBPOK,: INTRO.DUCT ION
:. .,

. .

Parent advisory 'council planning
-and operation ts a duty that is

sharelib/ the staff and the council
offiCers.

This book is designed to help-Titie
Onc staff and parent tadvisory
council chairpersons carry out.

their duties. li gives procedures
and helpful inf6rmation for
planning your paremt advisory
council activities for the year.

This boOk has two parts. The first
is a 'month-by-month guide through
each vier). of P.A.C. operations.
Many of the pages are and
forms Fill in these pages as you
'do yOur planning -- that way, you
are\ not likely to forget any
details.

-The second, part of_ this book'
compiles all federal, state; and
district requirements aud policies
for parent 'Involvement into a

single, complete - reference.
Because final federal regblations
for the new Title One law have not
yet been'iele4ted,loome'details in
this bdokimay change. if they do,
the district Title One office will
Prepare replacement or additional
sheets for this book.

You will findtwo.k:nds of-headings
for information in this book. The
first is "PROCEDURES." These are
procedures based on the Title One
law,.federalregulations, 4nd state
ind district policy. The steps
listed on`the_pages marked qproce-
dures" must be followed.

j

Other pages are marked "IDEAS."
The information on these:I:rages are

-_suggestions,for:activities and ways^
of doing things. There are prob-
ably mote ideas" than youf council
-would have time to do, so you will
need to pick the most import nt
ones for your council. :2You

also find, that your council wafts
or needs to do some things that are
not on thi list. Remember 'that the
pages manrid "ideas" do nnt,need:to
be followed exactly.

Perhaps the best way to use this-
book is for tbt,school taciLitator
and tht councrl officers to meet in
the fall ,and'rnap Oat a plan of
activities for the entire year.

Prepared py
Chuck Davis,

Community Relations Specialist
ESEA I

September, 1979

Revised September. 1980

Ep
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it titti' high :trttolt distrt

1, f r
MEETING4 PLANNING CHECKLIST
FOR PARENT ADVISORY COUNCI -LS

N

-check

when
done .1

11

task respo nsibility

3 WEEKS BEFORE MEETING date:

( ), Contact Distrrct Title One Sicrretary at
257-3745 io order address Inlets if needed.

COntact PAC officers to set up agenda planning
meeting

I

2 WEEKS BEFORE MEETING date:

(-) Meet to decide agendt items

( ) Arrange for.any guest ipeakeri.

( ) Check ow room availabi-liv and arrangement

Prepare meeting notices and senoriginal to
District Project Aide

( )

1 WEEK BEFORE :MEET date:
mm=1,4=m,

Project Secr:tary
6

Project Secretary

'

Facilitator
PAC Officers

4

Facilitator,

Project Secrelary,

Project 5eCre.tary

( ) Notify all 'Title One.itaff and school
administrators of meeting

( ) Post meeting notice /agenda on schoolls public
bulletin board

Telephone'PACmembers and parents ,personally

DAY ,OF MEETING

.

( )r Obtain and set up refreshments.

) .Prepir'e nlarne tags

)

( )

.Prepare sign ,in 'sheets

Copy,agenda
Project Secretary.

Facilitatoe

Project Secretary

Community Aide -

Commudil'y Aide

Project Secretary

Project Secretary

O

6



MEET I tkib PLANNING' CHECKLIST
.FOR PARENT ADVISORY COUNCILS

2

J
( ) Prepar4 and copy other handouts: Project Secretary

Rutup dicectionat'signs/posters Community AideI )

( ) Check on room arrangement
a

Community Aide

( ) Prdvide ride for parentl as needed' Community Aide

AFTER MEETING

(.) Prepare meeting minutes Project Secretary
or PAC Secretary

( ) Review minutes with PAC Secretary FatilitatoF and

(%)

( )

Copy and mail minutes to all PAC members

'File a, copy of the minutes in the "Title One
Library for the Parent Advisory Council"

MEETING MATERIALS: Have'you got... 4

( ) Agendas

( ) Minutes froth las't meeting

( ) Name tags

( ). PAC Library (black notebook)

() Handouts

( ) Sign in, sheet

()

Directional signs

Refreshments

PAC Secretary

'Project Secretary

Project Secretary

C

Refreshment supplies: napkinsi cups, plastic ware, paper plates,
sugar and powdered crjam, ice, etc.

Coffee pot

) Waste basket

7



e.s.e.a. title one
Phoenix union high schoOl district

_AJLO..1_11 *-1-1-* sts e-s s-* I-stylus-I

AGENDA IDEAS: OCTOBER

. *1.. Brief overview of Title One'at
the school by the faciitator.

*2. Ovefview of the parent adv.i
sory council:. 'facilitator,
PAC chairperson,`andfor slide
show. #

3. ElectLon of count'ij members.

4. Elpctiom of officers

--explanation of duties

5. Election of DPAC-repfesenta
.

6. Activity to meet, and get to
know other council members.

4

1
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1
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-meetin ends

council!.

meeting date:

'meeting
time:

meeting place:

time item

NO

4.

to

I

p resentor

I

4.



e::s.e.a; title cne.

phoenix union high school district

MEETING P_LANN-IG CHECKLIST
FOR PAREKT ADVISORY COUNCILS,

I
check

whet
done task

WEEKS BEFORE MEETING

( ) Contact. District Title 'One Secretary at
257-3745 to order. address labels if needed.

(1) :',Contact PAC officers to set up agenda planning

2 WEEKS BEFORE MEETING date:,

eas
$$$ Ito, . t

,

Meer to decide agenda.itemNi
. .

.....-

Arrange for any guest 'speakers
6 ,

responsibility

Project Secretary

,

Project Secretary

Fazilitatsr
PAC Officers

Facilitator

Check on-room availability and'arrangetent . Project Secret ry

I

Prepare meeting notices and send origina l to Project Secretary
'District Projeci Aide

I- /

N

. : .

ilWEEK BEFORE MEETING date;

4

( ) Notify all Title One staff and school
adminis.tratorsof meeting

.
.

Post meeting notice/agenda on school's -public
-bulietin-boapd

Facilitator

Projec/ t Secretary

6
( ) Telephone PAC members and parents personally Community Aide

DAY OF 'MEET I t\G

( ) Obtain and set up refreshments
a.... Community Aide

.

t ) Prepare name tags .
.

:

( ) Prepare signin sheets

1
( ) Copy agenda

4-

Project Secre-tary

F4ojnct Secretary

.Project Secretary

s.





6.s.e.a title one
Phoenix wilco htQh school d

a

AGENDA IDEAS: NOVEMBER

/yrt 000 00000

e6'
'"41. Overviewof Title eve (facli sc

stator, slide straw, veteran ;

P4C member) .

ma
I

ess

Monitoring (facilitato,
trixemonitor, slide show)

--Presentation: what monitor
lag is.

t
:--plan parent monitoring

3. Needs Survey
,

--presentation: what thA asids
survey is

,1

4. Bylaws: discuts and adopt.

5: Planning)) of training program
for .cou cit members.

.6. Mini workshop on'how to help
your team with tasic skills at
home. .

/
.

'7. DPAC Report. ,

r

8. Carryover Idea from October:

--'hiembersh10,114ction

* You might want to plan council
, training sessions on these topics

. .(see rain:rig section).

12
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meeting agenda

/ 1

'meeting date:

meeting time:

meeting,place:

(item

4
t4.

prisentor-
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: MEET-ING PLANING CHECKLIST
, FOR PARENT ADVISORY COUNCILS

rr.

( ) Prepare and copy other handouts: Projecr Secretary

( )' Put op directional signs/posters

( ) Check on room arrangement

( ) Proviae ride for parents as needed

AFTER MEETING

Community A: de

;Community Aide

Community Aide

( ) Prepare meeting minutes Project Secretary
or PAC Secretary

( ) Review minutes with PAC Secretary :Facilitator and
PAC Secretary

( ) Copy and mail minutes to all PAC members Project Secretary

( )- File a CO,/ Of the minutes in the °Title One Project Secretary
Library for the Parent AdvisOry Council°

ING MATERIALS: Ha' yOu got...

( ) Agendas

( ) Minutes last meeting

( ) Name tags

( ) PAC Librar!i (black notebook)

( ) Handouts

( ) Signin sheet

11

( ) .Directional signs

( y Refreslinents

( ) RefresiuMent supplies: napkins, cups, plastic ware, paper plates,
su&ar arid powdered cream, ice, etc.

( ) Coffee, wit

(I Waste basket

14
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meeting agenda

council:

meeting date:

meeting time':

meeting place:

time item

7
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e4:e.a title one
croen45 union high sdhool district

NETINGPLANNIaG CHECKLIST
FOR" PARENT ADVISORY COUNCILS

.1

check
'Ash .

. done' task

3'WEEKS BEFORE MEETING date:

-Contact District Title'One Secretary at
257-3745 to order fddresi labels if needed.

(,) Contact PAC'officers 4o set up agenda planning
. .meeting

WEEKS.BEFORE MEETING Aatei .4 0.-

( )

)

)

Meet to decide. agenda items

Arrange for any guest speakers

Check on toomayiilability and arrangement

( ) Zrepire meeting notices, and send original ,to
'District Project Aide

1 WOE BEFORE MEETING. date:

( )

(

Notify all Title One staff and school
Adminhstrators of meeting

Post mectingnot icefaltddi on sch'ool's public
bulletin board

Telephone PAC members and parents personally

DAY' OF MEETING

Obtain and set up refreshments

Prepare lime tags

Prepare signin

Copy agenda ',

sheets

17

e s

responsibility

Project'Secretary

Project Secretary

Facilitator,
, PAC Officers

Facilitator

Project Secretary

Projeg Secretary

444b.

Facilitatcir

Project Secretary

Community Aide

Community Aide

Project SeCretary

4 Project Secretary
2 .

Project Secretary



MEETING PLANNING CHECKLIST 2
FOR., ;

( )

PARERT ADVISORY' couqciLs
.

Pepare and copy 4ther'handouts: Project Secreta0j,

( ) Put up directional signs/posters Community Aide

( ) Check on room arrangement Community Aide

( ) Provide ride fdr parents .as needed Community Aide

AFTER MEETING

Prepare meeting minutes

Review minutes.with PAC Secretary
t,

Copy And mail minutes-to all PAC members

File a copy of the minutes in .the "Title One
Library far the-Parent Advisory Cotincli"

MEETING MATERIALS: Have you got...

'( ) Agendas

( Minutes from last meeting

( ) 'Name tagi

( PAC Library.(black notebo4k)

( Handout

) sheet"

( ) (Directional signs

kw ( ) Refreihments

t ) AfresAment supplies: napkins, cups, plastic ware, paper plates, ,
sugar and powdered cream, ices etc.

( ) Calf ee_pot

( ) Waste basket

.

I

4

Project Secretary
or PAC Secretary '

Facilitator and
PAC Secretary

_Project Secretary.

Project Secretary

a
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.
.e.s.e.o title one

phoenix -anion high School district,

b

AGENDA }QEAs: FEBRUARY., . . icias .
.

1. Deielop recommendation atout
program needs and instructional
goals' for next'yearls Title One
project af the school.

2. Review monitoring report.

3. Guest speakers to explain other °-

programs and services the
school.

4. Guest. .speaker on services
available in the comm9nit9
(city government, communi
groups,elc.).

5. Guest 'sp-eaker onsan issue of
interes; to Parents (campps,
security, jobs for teen agers/
career education; drugs, atten
dance ,ounseling
depirtment, istrret Integra.
tion :efforts,' "what's :good

about our school"). .

11

6. Mini workshop oh!effettive par
enkteertager communications.

.

7. Classroord tour.

8. DPAC report.

9. Membership election.
,

T41,m.s to inspire, entertain or
'inform.

Note: Have youhad a meeting at a
member's home or at a commu-

1 a441,-4e1Welleit-

20



.

.rneeting agenda

,council:

meeting datE:

meetin?'14:06:\

meeting pike:\

time : item

4

presentor

.... ........ , ......
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e.s.e.a. title cne
mix :mini high,school'district

twee'

MEETING PLANNING CHECKLIST
..FOR PARENT ADVISORY COUNCILS

check
whin
done

ideas

task Z. 7 responsibility

3 WEEKS BEFORE MEETING Ate:

( ) Contact- District Title One Secretary at Project Secretary
257-3745 Wordir address labels if needed.

( ) Contact PAC officers to set upageoda planning Project Secretary .

meeting ,

2 WEEKS BEFORE MEETING date:
ti

y,,t

-( ) Meet to decide agenda items Facilrtator

PAC1Officers

( ) Arrange for any guest speakers Facilitator

('1/4) Check on room availability and arrangement Pioject

roje4t Secretary( Prepare meeting notices and send origimal to

,District Project Aide

1 WEEK BEFORE MEETING date:

( ) ,Notify a,ll Title One staff and school
administrators of meeting

( ) Post meeting noticetagendason school's publ-ic,
bulletin board

( ) Telephone PAC members and parents personally

DAY OF MEETING

.1 1. " Obtain and set up refreshments-

( ) Prepare name tags

repare sign in sheets

( ) Copy'agenda

22-

Facilitator
Ts!

Projecf'Secretary

Community Aide

Corrmunityl Aide

Project Secretary

Project Secretary

Project Secretary



"lb

MEETIn PLANNING CHECKLIST
FOR PARENT ADVISORY COUNCILS

4W

( ) 'Prepare and copy other handouts:

( ):.Put up directional signs/posters
. ,

( ) Check on room arrangement

c( ) Provide ride for parents as needed

AFTER MEETING

( 'Prepare meeting minutes'

( ) Review minutes with PAC Secietary

J
( ) 'Copy and mail minutes to alt PAC.members

( ) File a capyof the minutes in the "Title One
Library flit. the ParenttAdvisory Council"

MEETING MATERIALS: Have you got...

( 0 Agendas

( ) Minutes from last meeting

Name tags

PAC Library (black notebook)

Handouts

Signin sheet

Directionil signs

Refreshments

( ) .Refreshment supplies: napkins, cups,
sugar and powdered cream, ice, etc.

) Coffee pot

( ) Waste basket

d

f '

Ptoject Secretary

Community Aide

. Community Aide

Combunity Aide

Project Secretary
or PAC Secretary

FaciWtator and
PAC Secretary

Project Secretary

Project Secretiry

10

plastic ware, paper plates,,

23
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essie,c4 title aie
ohoenbe onion hl school district

AGENDA IDEAS: MARCH

4

eas
1

.;

Reviev/ target school selection
for next yearts program.

2. '614-icuss ways to improve the
PAC ,for the next year: Make
some .plans' nal for what you
want to do next year.

Disctiss the appliCation for
next year's Title One programi

Wh;t-in-appl-Icktion

.-- the application development
process

8

What would the PAC like to
see included in the appli-
'41tion

- 4. DPAC.report.

5. Look back at the February's
list foCadditional,ideas.

You might., want to plan council
training spssions on these topics
(see training section). ;

I.

r

M

W.

.



meeting agenda%

council:

,meeting date:

.theeTing time:

meeting place:

., J

0.40

.
time, item presenter

I,

N

4
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e title cre
Phoenix imica high scticol district

MEETING PLANNING CHECKLIST -
FOR PARENT DVISORY COUNCILS

_LILL6.4_11_,LILA-1.---.4-S-4

check
when
lane .task

ideas

responsibility

1 WEEKS BEFORE MEETING date:

Project Secretary

Project Secretary

(:)

( )

Contact Dis;rictTitle One Secretary at
257 -3745 to order address labels if needed.

Contact PAC officers to set-up agenda planning
meeting

i-WEEKS,BEORE MEETING date:

( ) *set to decide agenda items Facilitator
PAC Officers

( )

( )

( )

Nrrangb for anYguest,speakers'

Cheek on room availabiliiy and arrangement

Prepare meetingliotites and sen! original to
piwict Project Aide

I WEEK -BEFORE ET I NG date :

(') Notify-41J Ti-tie One staff. and school
administrators of meeting °

Facilitator

Project Secretary

Project Secretary

>Facilitator

( ) Postkmeeting notice/agenda on school's public Project Secretary
bulletin board

( ) Telephone PAC members and parents personally Convuiity Aide

DAY OF MEETING

( ) Obtiin and set up refreshments

( ) Prepare name tags ,

( ) Prepare signid sheets

( ) COO agenda
27

Community Aidi

Project See're-4ry

1,
Project Secretary

, Project Secretary
C



MEETING PLANNING CHECKLIST
FOR PARENT ADVISORY COUNCILS

O

e

2

( ) Prepare and copy other handouts: Project Secretary

( ) Put up directiOnil signs/posters Community Aide

Community Aide

( ) Provide ride for parents as needed. Community Aide

( ) Check on !OM arrangement

AFTER MEETING

( ) Prepare meeting minutes

( ) Review minutes with PAC Secretary

( ) Copy and mail minutes to all PAC members

( )' File a copy of the minutes in the 'Title One
Library for the Parent Advisory Council"

MEETIM6 MATERIALS: Have you got...

-( ) Agendas 0

( ) Minutes from last"dieeting

( ) Name tags

( ) PAC Library (black notebook)

( ) Handouts

( ) Signin sheet

( ) Directional signs

( ) Refreshments

Project Secretary
or PAC Secretary

Facilitator and
PAC Secretary

Project Secretary

Project Secretary

Refreshment supplies: napkins, cups, plastic ware, paper plates,
sugar and poered cream, ice, etc.

( ) Coffee pot
1

(

2$

IV 1
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e.S. ,a. title ant
Phoenix Liam high school district

AGENDA IDEAS: APRIL

1. Devote this meeting to the
application:

lb

-- Review the organization and
components of the applica-
flon'

-- Discuss if the progrant de-
scr-lbed meets Ine--Reeds of
the students

Develop recommendations to
the school, staff and to the .

DPAC about' your ..school's-
part of .Uie application

2. Haye_ a demonstration by sortie

Title One students of what they
have learned in the program
this year.

3. Try .somethinCI, fun, to change
the pace:

-- Have -6-ouncil members play
one ofthe educational games
in the Title One lab

-- Skits

-- "Answers & Questions" exer-
cise in imagination (Give
Title On::-related "answers"
and let PAC mmmthers:dream up
the questions)

- - Contest to see how many
Words PAC members can make
Out/ of the letteri in a

Tiltie.Onerelated word (such
ajs education, parent, and
application()

Have PAC members design and
make' out of construction
gaper funny posters encour-
'agt4 students to learn.
Tine ;One :teachers, could put
1,0eie-u0 in the elissIooms

.5

eas
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MEET UNG':.=PLANNING CHECKLIST .

FOR ,..ji)ARtii.i.---A:by-i-s.oR-yc-ouNC-1

check
when
done task O

responsibility

. , .

3 WEEKS- BEFORE . MEET' tG . date:

Contit,t tristritt Title One Secretary at.
-25"t3i45:-to order address needed.

( ) Contac't PAC- officers to set up agenda pi ann itg
rneeXint

2...WEEKS',.:BEFORE -MEETING date :

4 ) Melt decade. agenda-, -items

( Arrange' for any guest 'speakers

-Check on room avai I abil ity arid- artangernent

( ) -"Pi-epar'e meeting. notices ,and' sinitoriginal to
. Oi iirojet Aide

1 WEEK -BEFORE MEETING date:

( ) NntIfy. all Title One staff ,and-schsoo I
aminisIrators, ot.meet ing..

( POit meeting notice /agenda on school's public
'bullet in board

) Telephone PAC members and parents personally

"DAY :6F. MEET! is4

,( and, set 'up fefreOrnents
. .

:Prepare name 'tags.

-Pi-Aar I _s ignJ n sheets

Project Secretary

Project 'Secretary

Faci I i tator
PAC Officers s

Facilitator

Project Secretary

Project Secretary

Faci tator
4

Prop:4i Secretary

'Community Aide

Community Aide

Proj ect

Prsoj ect

Project

S tr e tar y

Secretary

Secretary



liEt,11-N07 CHECKLIST
.FoRA'ARENTADVISORY COUNCILS

OOO O O '11,4 S.

)
Prepare and copy other handatts_

Put up directional signs/poster

4 1, Check on room arrangement

1 )' Provide ride for parents is needed

AFtER,MEETING

) Prepare meeting minutes

1 ). 'Review minutes with PAC Secretary

CGImunity Al-de
.

'Community Aide

Comnun i ty Aide

..ProjAct Secritary

orPAC Secretary

Facilitator. 4nd

PAC Secretary

)z_topy and mailministesto-40--PACmmmbers --Preqe-etSWeeififV

1,
); File a copy aT the ininutes in the "Title One Project Secretary

Library for -the Parent Advisory C6uncii"

MEETING. MATERIALS: Have you got...

( ) Agindas

( ) Minutes from last meeting

( ) Name, tags

) PAC Library ('black notebook)

( ) Handouts.

( )

Signin sheet

Directional signs

Refreshments

Refreshment supplies: napkins, cups, plastic ware, paper plates,
sugar and powdered cream, ice, etc.

Coffee pot

( ) .Waste basket'

33 .
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meeting agenda....
council .

meet i ng -date:

4.. meeting time:

meeting place:

time item

I

I

presentor,
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-e.t.e.a; title one -

phoenix unioniligh school district
._:.... 1 a -9_14 *.s..a.-&-s-at-s----- *-11-4-II t-S-/r-t t 1-1,1 re ruirri iTT

a

.

AGENDA IDEAS: MAY ideas

1. .The application:

Review_, the final applica
t ion

"Vote on approval for the
application

-- PAC chairperson signs the

applicatioh for the couocij

*o.

r.

2. Evaluate the parent advisory
council's operation this year:

-- Did the PAC get done what we
wanted it to do?

.-

-- %Vat goals should the MC.
have next year?.

3. Give recognition to the' PAC
members rot- their service this
year.

4. Plan a ca'endar of PAC meetings
for next year.

5. DPAC report.

6. Try something different for
reftieshments:

7--,Potluck lunch/dinner

-- Potluck family picnic at a

park

-- Ice cream social

36,
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meeting date:

meeting time:

'meets ngl 01 ace:
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e.s.e.a, title one
Phoenix uiiai high sthcol district

ilEET_ING -PLANNING-CHECK-LIST-
-FOR .PARENT ADVISORY COUNCILS

'check

when
done task

'

3 WEEKS BEFORE MEETING date:

.$-

- -or

. respolLibi I i ty

I'

I') Contact District Title Ode Secretary at r' Project Secretary
257...3745 to .order iTrestlabeli if.needed.

A

(.4 Contact PAC officers to set up agenda planning. Project Itcretary --------
&acting

o

i WEEKS BEFORE MEETING- date:

( ) 'Meet- to decide agenda items Facilitator

0

( ) Arrange for any guest speakers

( 4 Chedk onr.00m availability and arrangement
A

( ) Prepare meeting notices and send original to
°1

District Project Aide

.1 WEEK BEFORE MEETING date:

) ( Notify ill Title One staff and school
administrators of means

(!I Post meeting notice/agenda on sch'ool's public
171 bulletin board

). Telephone PAC members and parents personally

DAY OF MEETING'

) Obtain and se up refreshments c Cojfinunity Aide

Project Secretary

Project Secretary

a

PAC Officers

Facilitator

Project Secretary

Project Secretary

Facititator

Project Secretary

-f'
Community Aide

Prepar name tags

( ) Rrepale signin sheets

Copy agenda Project Secretary



MEETING PLANNING CHECktIST.
FOR PARENT ADVISORY COUNCILS

war i. 4

2

( ) Prepare and copy other handouts: Project Secretary-
( ) Put up-direct /a1 signs/posters 'CommunitrAi4e

( ) Check on rtio arrangement
.#. .

.
Community Aide

( ) Provide ride for parents as needed Community Aide

AFTER MEETING
-t.

4

( ). Prepire meeting minutes

.

(1 Review miti4tes with PAC Secretary

1-A Copy -and mail- minutes- to all-Ma-members

( ) 'File a copy of the minutes In the "Title One
Library Ior the Parent Advisory Council*

MEETING MATERIALS: Have you got...

( ) Agendas

Minutes from last meeting

Name.tags

PAC Library (black notebook)

Handouts-

Sift -in sheet

Directional signs

RefreahMents

Project' Secretary
or PAC Secretary

Facilitator and
PAC Secretary

Project Secretary

Project Secretary

Refreshment suppllei: napkins, cups, plastic yare,,paper plates,
sugar.andipowdered,cteam, Ice, etc.

Coffee pot

)
Waste basket

Q4

b
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POLICY ON PARENT INVOLVEMENT

4

Schools are set up to melt the conic FUNCTIONS OF.. PARENTS
munity's needs for education. To
provide thethe best education pas- Responsibility for/the operation of
s-ible, school staff, parents apcf the Title I instructional program
students must work together. rests with the school district's

adminisCration and staff. Gen -
The- Phoenix Union High School erally, the functionsof parents in
)kstrict's ESEA Title 1 program' is the program are:
commiteed to that cohcePt,. and to

fulfilling' and exceeding the legal 1. to be:cme knowledgable _about
requirements for parent inult-vement the. Title I program and its
rin the program. TheTit.le I Pro- I services.
,gram's policy is:

2, to' assist the "'district's ern-
1.: to inform parents fully in un- ployees in achieving the pro-.

derstandable'language about the gram's goals.
program's goals, structure,
operation, budget, planning, 3. to tell other "parents and mem-
needs apd evaluation., bers of the ccrmunity about the

Title I program.
2, to seek the advice of parents

and corunity members about "the'
gOals of Title I, coordination
with other' available programs

:and services, the needs of stu-
dents, and the services to be
made available,through Title 1.

to provide he staff,' financial
and other resources needed for
parents" to establish effective
parent: advisory. councils, par:-

oht monitoring teams and other
appropriaterheans' of parent in-
vol vemehtt-

4

4. to attempt to provide means for
parents to ..grow. Per'Sonally and

% ,socially in ways which will
benefit their students' work in
school and i II keep them
interested in the Title 1 pro-
gram.

RELAYIONSH1.0 TO DISTRIeJ'S EDUCA-
TIONAL GOALS

A iopAriority goal of the Phoenix
Urbion High School District is to
prpvide a quality bai:4 skil1, JIj-
cation to every studeNt io the dis- ,

tritt. Thontle I Program sup01-
ments he district's effort to

achievement is recoscnized As an
integral part of the effort to prof-
vide quail.ty basic skilPs educa-
H0q,

4. to help their children to

'achieve the learning goals set
for them.

The school and district parent ad-
visory councils -are the framework ='

for coordinating, all means of par -

eht-invoivement in the Title I pro-
gram. Through the parent advisory
counci13, parents partricipate in

the Title 1.program at four levels
of involvement:

Decision

Because of either their direct in-
volvement in the results or their
.legally authorized authority, Par-
ent Advisory Councils have final
decision-making power in some
areas. These are primarily in the
area of -council, organization and
operation. They include:

1. determining the, schedule- and
location of meetings.

2. electing officers.

1

41



POLICY ON. PARENT INVOLVEMENT

Cooperation 1. target school selection

The Parent Advisory Councils share 2. allocation
responsibility with th". district in
some areas. DecisLons on. these 3. staffing
matters can be made only through
the joint approval of the Parent 4.. student selection
Advisory Council and the district.
These Include:

1. membership procedures (respon
sibility of DPAC and district
s taff)

2. training program for PAC mem-
bers

-3. PAC activities and meeting
agendas

4. application approval

Recommendation

In 414 areas, decisions are the
responsibility of the district but
must be made with consideration of
the advice of the Parent Advisory
Councils. These include:

1. students' educational needs

2. instructional goals

3. expenditure of Title I funds
for PAC fdnctions

4. instructional services

5. monitoring

6. program evaluation

In

fis some areas, decisions are re
served to the district, the state
or the federal government. In

these areas, parents have no input
but will be informed of the deci
sions. These matters of informa
tion are- recognized, as, important
because they may affect or con
strain Parent. Advisory Council
recoMmendations and decisions: 42



POLIC ON PARENT INVOLVEMENT 3.

MEANS OF INVOLVING PARENTS

Horne Contact

'FaMilles of title 1 students' will

reckive-explinitions-orthe Title 'I
ji-eog4t, Will be kept up to date on
s- tudent progress in the program,
will _;be eniouraged,to participate
in parent advisory council activ-
ities and will be .notified of
Atli-dent absences' f-rom Title 1

claises-through phOne cal is, home'
visits -and written messages. Title
I leachers hive .priMarY respon-

. ,

sibilltT for these ComMunications
parents'- each Ti4lej site has

a counselor -and_a community aide to
assis the; teachers with these
tasks-.'

School Parent Advisory Councils

The parent advisory

will
at

each. Ti -tie I school will serve as'
the overall framework for, parent
involvement at the school level.
The school parent advisory Council
will focus on: r

--involving as many parents as
possible in the operations of the
Title 1 project at the school

--informing parents about the Title
I program

-- providing activities for parents,
such as tours, monitoring and
hands-on projects

.

-reviewing documents and _reports
pertaining to, the school's pro-
pram, and making recommendations
to the school staff and the Dis-
trict Parent Advisory Council

-serving as a forum or "listening
post" for anyone in the school
area who wants to comment on the
school's Title I program

Monitoring

Parent advisory council , members
Twill take part on a regular' basis
in monitoring the. Title I projects
Parents will be liven orientation
and, training before, serving on a
monitoring team. Any written com-
ments will-be included in ti.e'offi-
cial monitoring repOrt. Monitoring
will:

--involve parents .im the operation
of the program through their
- observation and recommendations

.

.--help-parents to better understand
what Title 1 does and how it

works 5

District Parent Advisory Council

The District Parent Advisory
Council will be a.pirent leadership
.group which will gaciljtate commu-
nications among school parent'advi-
sory councils and with the district
Tit;!! I staff. it will focus on:

--parent representation from all

project schools to advise abou.t
the overall progrmn=planning and
direction

--leader-ship training and district-
wide information for leadert-from
the school parent, advisory
councils

exchange of ideas. among school

parent advisory councils

--input and review for district-
wide documents

--coordination of ,school c.ouncil0
suggestions and development of

district-wide.program recommenda-
tions

--Tecommendations, decisions and,

guidance for parent involvemlhi.
policic:s and activities

43



POLICY ON PARENT INVOLVEMENT

Workshops,

A Coordinated program of workshops
for parent advisory council members
will be developed. These sessions

--informpparents about general and
technical aspects of the Title I

program they need . to know to
carry out their parent advisory
council duties

-- develop parents organilational
skills for more efficient council*
planning and operation

Workshops will be,-designed to cover
topics' in more depth _than would. be,
possible during regular parent
ad4Usory -council meetings. All
workshops will, be planned cooper
atively by staff and parent advi
sory councils.

Newsletter and Publications

All parents of students. currently
being served by Title A and all
community members of the parent
adviSory councils will receive a

regularly,.publishedv- newsletter
about Title 1. The focus of this
newsletter wit; be on news,
features and general information Of
interest to parents. Additional .

brochures, handbooks and other
publications may be prepared as

D.P.A.C. Executive Board

The three Offiters of the,,District
Parent Advisory. Counci: will serve
as an executive board.- They will
meet at least monthly with the

Parent `Advisory Council, Assistant
and/or the District Title. I

Supervisor to:

--plan the District Parent Advisory
Council meeting agenda

4.

--organize information and =presen
tations for the D.P.A.C.

--prov,ide recommendations and guid
ance to the district Title I

staff on urgent parent involve
ment matters

,

Parent Recource Pool

Parent advisory council members
will be encouraged to participate,
al their time and expertise allows,
in the Arizona /Title One Parent
Resource Pool. \--Serving as pre
senters at PRP workshops allows
parents to share their knowledge
about Title 1- .to help others, and
to psarh how Title I operates in

other districts.

44
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-SAMPLE :BYLAWS

. 7

0000000

eas
ii,i..,....ticice.si.ocIIIssiIIIIIIII*.essessessetswessoess wow. 00000 ,Issesse

'PURPOSE

,Th!r;porpesis Of the
hoe Ti't One' Parent .Adv.;
ioty :CoiOti

--

School ESEA Parent Advrsory Council

"to. POO de .paiekts and Ake:corn-*

AnisiirtY i'lifirination about the
Tkiktni-iirett an's.

2. -'To. --advrse the school; and the
district :about '..:the

operation -arif-eViluatron- of .the
Ttate- One' 'projeCt.

3. To -,-,11steo, to. the ideas and
lopkiiiens of parents- and corinu-

-Members- about the
"T,i .piol et t..

. .

Membership is open to:

My ',Vent of a. student attend-
ieg. - ;School,-

2. Any, parent of a student el ig I--
ble to' attend
*hoof.

'3. Any member of the community who
-lives in the
School' attendance a'rei
OnClisdkng students and school
staff).

ti

4. Any. School
teacher.

r.

Ai r -Meenbers',.of. 't '
School Parent Ad VI-,
iory -t000tu Into
nliirr0*e44UOJ4t0r-jfiig OT*te.t.
dUr4q adopted
Parent .Adtirieri "and= the

will be elected
at the meeting t het.
Pie,eiiriisi4isill* the 'ct09.1',3'Aif
thet-cOUJic)-1 Each h- ,,Oer soi
intf0,

ierVe;. -ime.oilser befOre
helnernberShipeieCi ifen: held.

The.-.CoUlte ET consist of at
Jetait-,e4 member's.,00-s. A majori -ty. of
the ,thtioiois,*4:,§e,. Parents of stu-
dentSicbeiOr served:by-17141e =Coo. A
member- *ill. considered .a. parent
of tddent-biling served -1-f. hi s or
her student is receiving. Title One'
assistance ;, it the Aline, .the parent
is el eetedi to . A person
elected to,'ineMbersht as a parent
wi I.l be- Cans ldered,.a a part of the
parent mal-ot I ty for thok full two- .

year term-of members ip..

-Each member:wi I I .serve a' two-year
term,. expiring in October. Any
member:May, be re-el ected. A.member
who misses three meetings during /a
school year without notice to the
council will be dropped from, mem-
bership.



OFFICERS - ,

I be a dhal rperson,--
e. i,leedhlirperson, and a secretary.

Off i -cars. wl-I-1- ,erected ',yearly in
'pc,tober, ''the -members of. the

,,;Any member niAY be eletted
,efflc, and off leers-, may be

re-eljeet -..

An ...Offieer may , be removed from
44' ;h0-- she -h*s: 10014y, .1b sent

f-ti*,denteduttve .ot, the,
)ffien',:ne t lee of

411,'
tt4.000**r-01411i: fo! tow is ` "t`wo- thirds

.L,0:0-sikti _A

waa;t,en,;notice.:iiiits't ttie: sent" to the
person , 10-i tie kirnuit

,

0404c

MEETINGS,

C

ay.

'The "Ctiunc I 1 will hold meetings on
the ' of each month
during:the school year at
or 'at such other times and places

the 'dhoosel. Al I'
meetings wi 11 be open the,
pUtalle.

Notice of al I Meetings will be
given to each member and will be
posted in Pub

-COW-1cl I deo ions Avi 1'1 be, ,made - by
fiver e vote

Inenibfi, :0're s on ti.L.,-Arir fl Oa! vote
jakee-b-jilylf at _leaat
Attend the Meeting!

AMENDMENTS

These; = bylaws. may lie amended it any
timeime..byl ia-:tWOith 14'0 favorable _Vete-
of thetnieMberS:::

a
-4

aga

go

Sthoe I Ti t I e- One. Parent
of

r

School title OitioFactl.itator

..

"f

7:
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s'e i elms. sssssssssssssssssssss sssssssss I i .

School ESEA Ti ;IA I Parent Advisory Council

Tfler':00,(.4, %tif 4.he-
e One -Pareht:Advi

:Wic0001'
4itett t *iii4 he corn-

%),116,04:0 o'n: =about she
Ti tile. One. program.

To- Advi sir -the school and the
;4i4444S :abOUt, the .planning,
plaiifatiOn and'.04tuation of the

,

TO: ',1:1:$4i), 104 and
r e n and'. c orninu-

'nienitieri about the:;-, _
PF0fect..

Aleinbet.inTp i is open to:

. 2._ ?kriY oarent of a Student fi el
%lite.:tO.,1,ttend
SC.tinO1-.

:Any:-member of the conweini ty -who
'tTVOS! in' :the 1,

:School.' z ',attendance area
students and sclibol

ft

Aiiy,pa:rent of a student attend-4

hooing: .

Any-
teta.oher-,

School

ALL 'member,1_,;of .the-
School. ,SEA:. Ti tlet,One':',Pa'en"t-, Ad vi-

:4404 ;vOtect
'ff#400,03/.01)*440.0440g pioce-
dUres, -adOOtect by the. Di ste

pi t,trfei':-.- :MetiAite, `401,tis.;,1?er
as the,'900b0;:i.nietinand. at otl:,4
meetings ;der ing .the,-'sebool year as
the sChoOsoa.. Each. person

nius't

,4:*/r.fieOki
ro =hit

The consist of at
,A majority of"

1the menibars mst,Lbe..liafenti of stu-1
dentS'being ffetOne. A,

member- lbe.:COnaidered,':a parent
of..a sl'ini3Otit:,:b/en:).erved if his ar
her student. is eicntV:ing. Ti ti e One
ass I stailOe, rt the finis the ,parent
Is elected to.,mentbeilh tri.: A person
etectail Ito Meiilbesbfp' as a parent
will be ;COnsidored as a part, of the
parenk-majOilty' for the Jut, two -
year. :ohm :of:memberWis..

Each: member? WI I 'serve a two-year
term, expiring in October. Any

"member may be 're- elected. A member
who misses(three meetings during a
school year 'Without notice to =th6
council will be dropped from mem-
berihip.
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SAMPLE BY AWS,,

.OFFICERS

The officers will be a chairperson,
viceChairpersonand a secretary.

Officers'will be- e ed yearly In
OCtober by the ors of' the
cOun411:. Any member may be elected,
te' 4n offide, And officers may be
reefeeted.-'

An officer may be removed_ from
offl4e if'fie:or she-hasAieenibsent
it .,two consecutive meellOgs, of the
Council Ocrhay.not,given,Ooticevf
:the 'OsenCe, AO' the ,Councit.
Removal must folow a4w4thUrdi
vote of the ManibeFs,--0140t.. A
-writ ten ,hot t4cm001. sent' to- the
persOnAnyotved: Th4,:position mist
be .fified inmediately through 'i
.ipecial

.

Adopted on

Chairperson,
Advisory Council

Signed

MEETINGS

The Council will hold meetings n
the' of each month
during the AchOol year at
or at such otherttimes and places
as the Council chooses. All

'meetings will be open to, the
public. -

.*

2

Notice of all meetings, will be
given to each member and will be
posted in public.

Council decisions will be made by a
sfavOlTabre voteof ,4 majority of the
Members present. An official -,vote
canbe taken only if it least three
members ittend'the meeting.

Ameemtkrs

These kiriws.ulay be amended at any
tinie.by-4 two thirds favorable vote
f ihemeMbers-.-

, 19
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School ESEA Title One Parent

School Title One FacilitatOr
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DUTIES OF MEMBERS

.iii.. ass@
III

eas

Parent-advisory council members are
elected tosiepresent their commu
nity., At public representatives,
members are. expected to:

1. Regularly attend parent adii-
1' sory council meetings.

2. Become informed about the Title
'One program.

3. Speak up and. take an active
part in the council's 'ac
ities.

4. Explain. to. others
Title One program.

S. Listen to other p
'pity members

th;irpresent
_

to the council.

About

ants, coMmu
ttudents and

ane ideas

6. Review:Title One reports and
the- ,proposal, and make sugges
tions about' the program.

'4. Take part in _monitoring the
Title One program.

BENEFITS -FOR PAC MEMBERS,

1. You help Improve your tool-
-ager'4 education, ancr.the edu,
cation Of.Many others.'

2. Yob find out firtthand what
your-student hs being taught.

1

You.mmet other people,who are
as concerned about _education
and their children'av you are.

6. You can tell your Ideas-about
schools to educators Who will
listen -- -add act.

7. You w/- know that you are
working towardi a:better, comMis
n.hty, a better future' for your
child,. and a better future for
-many other teen-agers. . ,

You meet and get to know your
child's Title One teacher.

You will show your Altdren
that:You believe education is

-impietant.

50
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C.r

PROCED URES .FOR .ELECTING PARENT

ADVISORY .COUNC I L MEMBEllgli I P

I

pro, ce*$1111I5.11

( ) 1. r Prepare,translate into so lsh and
malt information on Parent advisory
councils to all parents 1 students
served by Title 1.

Responsibility

Community Relations
Specialist

;

4..), 2. Pepare and'small a litter Ito all mem- Community Relations'.

hers' of parents advisory, councils Specialist
.durIng_the,preViP ol year,-and
to- other communit members who have
expressed an In erest iniTitle 4. -.

Communl.t.x.Relations=4

Specialist

. Prepare posters specifying election
information , English and

Isom

( ) 4. Post-the posters in i public place
at c &ch -district school and at the
dkstrict, office., to give public
notice of the election.

/

( ) 5. Prepare and:diAtribu:te announcements
for schootsi dolt ty but letins, news
rertases for principals'' 'news-
letters, school newspapers and com-,

muntti newspapers;, and radio public
service announcements.

( 6. Contact by telephone as many parents
as possible to inform them of the
Title I kogram,ithe parent advisory
council and the membership elec-
tFon4

Distribute membership application
forma.to parents and oommdnity mem-
bers who indicate a wish to serve on
the council but who be unable
to attend its election meeting.

51
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Community Relations
Speciall4t.

Community Aide'
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Community Aide



MEMBERSHIP ELECTION PROCEDURES

) 8.

( ) 9.

BALLOTS

Hold &meeting open to the public at
each site to elect parent advisory
council members and officers.

ea)..

Explain the Title I' program, the Site Facilitator
role of the parent 'advisory council,

duties of council members, and the
diembership-process.

.

Distribute, membership application ' Site Facilitator
forms to'everyene present. ''Anygne
who Wishes, to stthe on the council
must fill out form and 'return it
to the facilJtator.

4

Sitefacilitator

t

'( ) 11.;Review the applications to determine
that the resultidg, ' council
compostelen will meet . -kll
requirements. (see "Parent Advisory

'Council Membership Req0Urements"):
Take into consideration
-previous-year. cobncil members who
were' elected tetwo-yearterms: if

a requiremeni i,s not-mo, mails the
appropriate- adjustments and Proceed
with the flee-It-ion. -11f the elections
provides fever than eight Members,
the election process must be
repeated at the next regularly -
scheduled meeting or at a special-
meeting).

( ) 12. Type. and duplicate ballots '('see

sample). Ballots must list by
category ("parent" and "community
member") fhi names of all persons
who have applied for membership. if

the number of applicants is such
that as many 'or more community
member seats as parent seats would
result, include a statement 'on the
ballot to limdt the number of
tonwunity members may be voted
for. The number community members
should be limited to one fewer than
the. number of parents.

( ) 13. Explain the qualifications to vote
for'council members. (See "Parent
AdvisOry Council' Membership
Requirements.")

Kt
52

Site Facilitator

A

Site Secretary

Site Facilitator
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MEMBERSHIP ELECTION PROCEDURES 4 3.

-V

( ) 14. Distribute ballots to all attending
parents of children eligibie to
attend.the ichooi.. Provide pencils
as: needed. ;

JD IS. pallots must be counted jointly by
one staff' member and one
precedingyear council i -officer,
designated by thwjaCilitator and
tbe.councilckatrfisPectively.

( ) 16. An applicant is elected to member
ship through favorable votes 'by' a
milo04-0 pl the voters. In the case
of .a IhMited: umber of teats for
community.mombers, those applicants

who receive the;greatest number. of
3votes- are Olected. If there,isa

-tie for 4 limited- number -of seats
ballots must be recast.

CERTIFICATION

( ) 17. Prepare a list of all paient.adviso
, - ry council members, including those

. -newly elected- and those continuing
members .electOd to' a two -year term
,last year. After this list tms been
certified as accurate by the site
faaliliator and council chair,
ballots may he .disposed of.
Duplicate and distribute this lift,
to ill persOns ,attending the
meeting.

( ) include the list of-elected members

Site Facilitator

Site Facilitator
Council Chair

Site Facilitator
Council Chair

Site Secretary

Site Secretary

.) in thi minutes of thO Meeting. Mail
minutes ,withErt one week to all
elected members, including.those who
did not,: attend the election,,
meeting.

( ) 19. Publish The names of All council
mabbers In the issue of. the

Community.Relations
Specialist,next

Title I pirent newsletter.

:( ) 20. File the list of the names of the
council .1nembers in the school's

Site Facilitator

'Title One Library 6t Parent AdvisOy
Council inf)nnation. This list is

available to the public upon request
throughout the currant school year.

3
.*
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SCHOOL4ARENT ADVISORY COUNCIL
MEMBERSHIP REQUIREMENTS

11. OOOOOOOOOO OOOOOO 550118111111

*10 MAY BE MEMBERS

I. Parents of students served by
Title I.

2. Parents_,; of students eligible
for Title .1 who are not being
served..

Teachers at Tit- le 1 .schools (do
mot nem(' tó. be Title I teach-

4. Res 'dents -of the school atten-

dance area (these may be other'
patents4 , students, school
.staff;' representatives of
community agencies, or other
Interisted4ltizens).

PARENT ADVISORY COUNCIL
ORGANIZATION

I. Altpersons must give their
consent to be members before
beirig elected (that `la, they
=It fill out than .membership
applicaiions).

2. Air members must be elected to
serve on the council.

a*
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7. Th council members must float
officers. Officers serve'for
one-year terms and may 'be re-
eleCted. Any member may be
elected as an officer (officers
do not havept.obe parents).

8. Three school representatives
and two alternates to the Dis-
trict Parent Advisory Council
Must be elected by the school
council.

WHO MAY VOTE IN MEMBERSHtP
ELECT-IONS

1. Any- parent who has a child
aligible, to attend a. Title 1

school may vote In the election
for members.

2. A pareritif aTiaint attending
t'- Title i school may vote,
whether or not the student ts

-In Title, 1.

3. A parent of a student attending
a Title I school may. vote even
if tt4 student does not live In
the school's usual attendance
area.

3. There must be at least eight 14.

members.

4. More than halfsof the members
must be parents of students
served.by the Title 1 at the
time the parents are elected.. 1,

S. Members serve for two-year
Perms and may 5e 1.e-elected.

6. The council must meet at least
seven 'times per year. The
council must decide the sched-:

ule and places of the meeting.

54

A parent; of a private. school
student or a 'dropout may vote
as long as the Child lives in

the schoorattendance-area and
is eligible t6 attend Ott,

school.
-

' -

5. When the parent and the child
do not live together; the
parent may Vote as ;ens as the
child lives in the school

6.

attendance area. The parent
,does not haie to live within
the district.

Whi1e -teachers and others may
be members they may net vote



MEMBERSHIP APPLICATION1 soalcItud de'mlembros
PhoehfiUnion High School'District
LS.E.A. Title One
Parek Advisory

'I APPLY FOR MEMBERSH P IN THE'TITLE ONePARENT ADVISORY.COUNCIL AT (check one):
Me gustarfa set can derado(a) miembto del concilio consultor de padres del
programa TO° Una (marque uno de lo siguiente):

. ( ) Carl Hayden High School
( ) Phoenix Union High School

'( ) Continuing Education C..nter ( ) §6ith MountainHighSchool
( ) East High School

(',) Si. Mary's_High Sc oo

( ) District Parent Advisory Council
( ) Gerard High. School, ,

( ) North High School__

PLEASE CHECK ONE / porfavor, marque uno de lo siguiente:

(A iliAVE^A STUDENt.IN THE TITLE ONE PROGRAM AT THIS SCHOOL.
Tengo hijos en el` programa Tftulo lino de etta-escuela.

1 ) t HAVE AiTUDE!'it' AT THIS SCHOOL BUT WHO IS. NOT -IN TITLE ONE.
Tengo hijos en esta escuela pert no,esifin en711 programa Titulo'Uno.

( ) I DO NOT PAVE A STUDENT AT THIS SCHOOL (COMMUNITY MEMBER),
No tengo hijos en esta escuela (miembro'de_la-comunidad)-

) TEACHER AT THIS SCHOOL P-Maestro(a) de esta escuela.

( ) SIMDENT'/ Estt-diante

I'

PARENT ADVISORY. COUNCIL MEMBERS ARE ELECTEDIT6 REPRESENT THE COMMUNITY.
MEMBERS'AAMESARE INCLUDED IN SOME INFORMATION ABOUT THE COUNCILS'THAT IS
GIVEN TO THE PUBLIC,.
Los miembros del contilio consultor de- padre:?- ;on-elegidos para repteientar la
comunidad. Los nombres de los miembros se incluyen en alguna informacion pablica.

SIGNED/firma
, DATE/fecha

HOME PHONE/telefono de hogar WORK PHONE/telafono de oficina

ADDRESS/direccion

TITLE ONE STUDENT/estualante

DO NOT WRITE IN THIS AREA/no escriba aqui

Elected on 4 Representing

Student: ( ) served by TI ( ) TI eligible' ( ) rot TI eligible

`MeMberShip certified by Facilitator PAC Chair

.5 . 7909cd-
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sample
4.

BALLOT / BOLETO DE MUESTRAS

Carl HaydenHigh School'
Title I Parent Advisory Council.

Election of Members 1980-81 / Elecciiin de Miembros 1980-81

PARENTS OF TITLE I STUDENTS / PADRES DE HIJOS EN TITULO I
Mark all names you wish to vote for / Marque los nombres de las personas
que qulera

). Mina

( ) Ramon Garcia

( ) Emmylou Arnold

( ) Jorge-Carson

( ) Carter Henson

COMMUNITY MEMBERS / MIEMBROS DE LA COMUNIDAD
Vote for four / Vote par cuatro'

"(\ ( ) Bill Rollins (parent of non-Title I student)

( ) Christine Harris (teacher)

( ) Aaron Dean (parent of non-Title I student)

( ) Alexia Sarmiels (student)

( ) Catherine Steech (community member)

CD:d1

9/5/80
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Phoenix-union high school district
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proc0i0es

QUALIFICATIONS

fly paiTifif-idvF.iiry council meriiiiif

may be elected to be an officer.
Officers do not need to'be parents,
but parents should be encouraged to
provide, leadership for the council.

TERM OF OFFICE

Officers should be elected for one-
year terms. They- may be re-
elected. There is no,limit on the
number of terms a person may serve.
However, the-council-should encour-
age all members to contribute' to
'the council's leadership.

Officers are elected by the members-
of the council (after councirmem-

_.bership has' been established)'.

Elections for officers should be
-heleas'early in the school liar as
possible.

OFFICES AID DUTIES

At least the following officers
should be elected:

Chairperson: official head of the
council; helps plan council
activities; leads council meet-
ings; signs the Title One pro-
posal when it ha: been approved
by the council.

Vice-Chairperson: leads, council
meetings when the chairperson
cannot attend; may help the

chairperson la running the
meetings.

.

Secretary: 'sees that minutes
.

are
taken at all council meetings;
reviews the minutes with the
council membors at the meetings.
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There are' seven. steps the. chair-
peeson; -sheii14--take- in holding a

Jneefing:

.

1. Cali the meeting to order.

Heal. the, :rniniitim of the
-peevioUsemeting..

1bear' reports of officers and
commiltees.

4. Fear announcements.

S. .Take care of the unfinished
busineii of the list meeting.

6. Take care of new business.

7. End meeting and adjourn.

T.

a



PhOr1$1..fliOn high, school district
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,HOW: TO- MAKE A-.MOT ION.
,-,:5,5-511,u5 sssest5 sscesisssesssees:ssssssssssssssss s'ss

.

c"'
A / ,

t

proposal for action is made in

,the-.1brm of a mbt ion. . For the
vounCil to consider the motion-, at
Atist.tWo,MeMbertmiist be. in%faior
A:4 it. The member makes the
motion, and the second- member

.0 seconds' the motion to shoal
tOpiOval.

This .is 'how a motion is made:

4 ideas
.1

1 1 1 sssss sssss S 3 1 1

. --

7. My member may now rise .to

-agryee disagree with the pro-
s pose!.

1.' Be sure you have your motion'
clearly-1n mind 'and, worded, as
briefly as -possible.'

2. Stand and address the chair-
person ,(Ms-)
persona". Wait Anal, you are
recognized. by. Ihe chairperson.
Do not 'sleak untirjou. are
"recognized by a. nod or-by name.

3. When you hive.been recognized,
State the motion so-that all
can hears "I' move.,,that . %11

4. Afterahe motion haS,Yeeo made,'
another member, wi-thOut%wiiting
lo be recognized, calls out, "I.
Stcond the "t*on.."

5. Thee motion having been made And
seOfided, the chairperson
00eats the'ffmtion:by saying:

/'It has been moved and seconded
that . .

/

= 6. When the chairperson has stated
the ,motion, it is said to be
pending. It may now be con-
sidered by'. the council--that
Is, it is open to discussion
and debate. -"

8. The chairperson: inquires, "Is

there any lurther'ditcussion?"
If none, the,ctialTpition asks,

.0Are vitt\ rea4y 'for the qUes-
-slosql The members
.4.010estlioni" The _response,
Witeition," i a parliihentarr'
form whiCh shows that the mm-
bers are reidy.to, vote. t

9. The chairperson then anneunces
the vote: :"The Ayes have it.
The motion is -cafried.*. Or,
"The-Niols 'have it: The motion
is defeated."
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Every organization_ needs to have -3o, here are some simpler*ules of
'some.riiiesr--tO follow in hOldittg___,order--you-may7WraMrio use-et your
-meetiti4i:-- These :rules should make ?AC-meetings:,

_

1. The meeting'iuns in an orderly

0

"tent- ,on the Agenda are .

,Cmleted!And:actedUpoht
4 ,

.

34:,, Everyonerhas a. chance to give
.views, but not sidetrack

'the= 'Meeting to unimpoitant
iseues.

.4. Decisions are made by the group
(as' a Whole, not by i few key
"persons.

Miny organizations use a formal,
complicated system called "Robert's
Rules of Order." Theie rules were
written. for.larges, political- groups
such as the Congress.' Therefore,
they are often awkward, and unneeded
for parent advisoiycoUncils.

Generally for PACrSi fewer rules'
are better.' This is true because:

I.' FOrmal rules make many people
uncomfortable.

2. More rules make the chilrl.

. person's, job harder.

3. Detailed rules may confuse mem-
bers.

4. The council can become so busy
trying to follow all the rules
that it does not properly think
about the issues at hand.

Go through. the agenda in irdet.
Complete one item before` going
-on, to the text. .'

.

2. Do mot let anyone 'eSCUS4 Any
matter except the Ine under
discussion: 'If someone starts
to tAlk,Aboist something eliei
Say something like, "Eicuse me,'
but w.# are not to that yet.

.-LeOssiget-'sack Ae4fhls'iteM."

3. :3tart'ach item with an_intro-'
-ductiOn. Give same. background
information (what it its, why

the council 'needs to discuss
it) AO make 'sure- everybody
understands that the hextY

-"agenda item Us. being warted
and-what the Issue Is. : If

someone' else 'is going to pre-
sent the-Item, introduce the

`personfby name and position to
the' group.,tnr' example, say,
"Next on the agenda is 'needs
assessment. I 'will turn the-'
meeting 'over to Title One Eval-
uator Mary Jones to. present '

this !Vern."

4. After the basic information has
been presented, let the council
members ask questions and dis-
cuss the item. A good way to
let them. know that the discus.-;
sion time is starting is to

ask, "Are there any questions,"
when you finish presentingthe
Information.



,r

NF(iimAL ngs,.OF ORDER-
,

2

when .you, feel; that the matter

has. ;been Alscussedfuliy, ask.
for aveta. Some ways you can
.do this, are to sir: .

. ,

"If there are no more com-
ments, we should vote."

"Do you hive more quostiohs?
If not, we will vote now.

6. If.people still want AO discuss
the Issue, let theM. 'Make sure
'eVeryone'has been able. lto get

'their question,answered before
voting.

8.

Vetet=Ao. not "need to be taken
ftiritiatry -Many- lMes. If 'most-
of 'the. members have igteed
during,Iive! Ajscutsion, you can
T*1.41Y, .res,tati, the feeling and-

:, see IT anyone dtsagtees; For
exampfe, yOu could, say, -*From
what has-. been said, .it seems
that we 'should do' thi..- Does

.anyone disagree?".

If therelt disagieement during
-the ticussion or during the
Casual vote,'holA a More format
vote, ,"Ali , in favor of this-
'idea, say yes (or raise Your-
hands).1.All oppoted, say no (or
raise your hands)."

9.. End-the item with a summary of
what the council aecided, "As a
iasult of that vote, we will
have a pcitlutk 'luncheon our
next mmeting.i.
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Phoenix unfair high school district
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MEETING NOTICES AND MINUTES procedures
The Mt. Title One facilitator, is

responsible,for preparing notices,
ag %ndas, and minutes for each site -

parent advisory council meeting.

It is suggested that the facilita-
tor meet in person or over the
phone) wr,,, the council officers
two weeks'before each meeting to
plan' the. agenda. The -meeting
agenda -should reflect what the,
council members wish lotcover. The
agenda must also inciude those prb-.
gram functions which te concil
must act upon. 'The "P,A.C. Nan-

lc" Is tevtgaed coserve
as an aid i'n thli planning.

Meeting' notices must include:

t. 'Date, time, 'and place of the
Meeting. .

2. Mifor agenda items.

CopleA of the meeting notices must
be mailed to all parent 'advisory
Counbil members at least a week
vbefore, the'meeting. It is suggest-
ed that meeting notice4 also be
malled,to ail parents ofiTitie One
students at the'schobl. Postcards
'reproduced and mailed by the dis-
trict office. may be used -for this
announcement, ,if desired (see fol-
lowing-proceddres).

One copy of the meeting noticer,
agenda must be sent to.the secre-
tary at the District Title One
office at least one week before the
meeting. The meeting notice will
be distributed to all invoved dis-
trict staff members by the secre
tary.

A detailed agenda'must be prepared
for distribution at the meeting.
Enotigh copies should be made for
everyone who attends the meeting.

Detailed mintites of the meeting are
to be prepared within one week
followingithe meeting. One. copy of
this must be sent Co the secretary
at the district Title- One office,
and copes's must' be mailed to all,
council members. These minutes are
the regal record of the meeting.
They-must be reviewed and approved
by the parent advisory council
'rettelari before di stributi.a
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NOTICE POSTCARDS proceduresPROCEDURES FOR PREPARING PAC MEETING

The district Title One office will
reprodudei address, ind mall 5 1/2
X 8 1/2 or 5'1/2 X 4 1/2 inch post-
4ards. for school parent advisory
council meetings. If a site wishes
to use this optional meetinunotice
system, the site facilitator, is
responsible for. preparing and sub
mitting 'ready to reproduce text
according to these guidelines.

,l. The site facilitator or the
site Title One secretary must
keep 'the Educational CoMputer
Specialist uptodate with adds
and deletions of students in
the Project.

2. Notify the District Title One
secretary (257-3745) at least
'15 workdays in advance of the
meeting. Par lead- time is

necessary to get addiess labels
prepared from the computerized
mailing list: Recommendation:,
Have the site "Title One
secretary mark the dates for
notifying the district office
on her calendar' for the whole

.3. Type the _information yotwant
to send onto a sheet of regular
typing paper. Type the message
twice (four Cities for 5 1/2 X
4'1/4 inch size) -- once on the
top half of the page, and again
at the bottom half. It is OK
to type it once,' and paste
xerox copies of the message on
the other part of the .page.
Prepare this original as ready
to reproduce material; district
staff will not retype submitted
material.

4. Leave ILI inch margins, "(9
spaces) on each side of the
message. (T6 tell where the.
center of the sheet will be,
fold it 'in half; leave !3/4 of
an inch' above and below the
fold.) There margins are
necessary to => on
of your message will be,c ff
during copying.

5. Youmaytype the information so
-it reads uorizontaliy or verti
cally. You may also include
inly(driwings (in black or red,,
please) or other depirations.
Since address ind-4ostmark go
on the other side, yodmay corn
pletelyfill,the printed side.

6. Send the ready -to reproduce
material to the diStrint Title
One secretary it 'least 10
workdays( before the .meeting.
Two to three' days will be
required to copy, address, and
postmark; two to three days
must- be allowed, for mail
delivery. With a 10 day had
time, the notices will arrive'-
four to fives days before the
meeting.
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. e.s.e.a. title one
phoenix .union high school district

INFORMATION FOR PARENT ADVISORY COUNCILS procedures

Each council member must be fur
nished:

P.L. 95S61, Title One
FederarRogulations
Orientation , and training
,.)materials

Summary of the Needs Assessment
Summary of the Program Evalua

tion

In addition, each council must be
provided:

Current application
Previous application,
Program Evaluation

All of these, materials are avail
able from the Community Relations
Specialist. One copy of these
materials will be provided to each
site in the Title One Parent-Advi
sory 'Council Library. The site
facilitator is responsible for

maintaining the Library uptodate
throughout the year and for making
it available' at all ?AC meetings.

School and district-1"We One staff
also will serve as resources to the
parent advisory councils.
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title one
Phoenix tram high school district

HOW TO kEettilt MEETING MINUTES

1. At the top of the page, write
dOwn the name of the council,
"meeting minutes," and the date
(see sample plinutes on 'next
page).

procedures

2. List the' names of all the per
sons who attended. Put meMberi
in one" column, and- staff Mont_
bers in another.

3. 8iiefly, tell what action was
taken for each agenda item.
Record the results of any votes
or other decisions.

4. You do not need to write down
who -said, what or all of the

details of i discussion. If

the discussion would help some
.

one understand why the group
reached its decision, ,you may
want to note what 'ideas or

,,topics were discussed.

5. Cover only one agenda item in
each paragraph.

6. Telt what was done about every
agenda item, even if you have

- to say that it was not dis
cussed because there was not
enough time.

7. Reports: Write down who gave
the report and what the main
point was.

8. If parents asked questions
which you feel are important,
you may want to include the
answers. Generally, the an
swers are more important than
the questions themselves, so

you do not.need to repeat them
In the minutes. Concentrate on
facts and Information that was
giVen.

9. If a questioh was not answered
and it- needs. to be discussed
again at a 'future meeting,
write it in the minutes..

'10.

11.

Announcements: Give the de
tails formeetings,-worishops,
and other activities. that- are
coming up. include what (what
wilt happen), when (time and
date), where (location and
addreSs), Javt (the reason. the
activity Is being held), and

who(who.should attend).

Include 'the date, time, apd
place for ,the next meeting.

12. When you finish writing, the
minutes, read over them and ask
yourself, "Would someone who
did not attend" thi meeting be
able to - understand what hap-
13ned fromAhe minutes?"
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eisse.a. title one
phoenix [Von high school district

TIPS FOR PLANNING INTERESTING
PAC MEETINGS ideas

Think of a.PAC meeting as an educa
tional experience for parents.
Many of the same techniques used in
the classroom can be applied here.

1. The parent advisory council
must serve two purposes: meet
the needs of the Title One pro
gram,.and pest the'deeds of the
parents. Plan each meeting so
it will have 'activities to ful
fill both needs.. Plan for at
least one item each meeting
which will appeal to parents.

2. Use, more senses than just the
tars., Supplements and alterna
tives to the necessary yak:
overhead transparencies, slide
shows, handouts, bulletin board
displays, demonstrations.

3. Think or activities which get
parents doing things. Kids
are not the only ones who
squirm; their parents do, too.
Try: tours, working. with Title
One materials and equipment,
fun (self - graded) quizzes- -
and, of course, eating (a

favorite activity).

'4. ,Do not let one person dominate
(whether it is the facilitator,

chairperson, or somebody else).
Try having a different person
handle each agenda item. Start
on time, end on time° Keep it
short; it is better to have
more meetings than longer
meetings.

S. Vary the pacing and length of
items discussed. Separate
lengthy items or lectures (such
as about. the Proposal) by
interspersing shorter and fun
items (hands on activUties,
quickie reports, etc.)'. How
about a break for refreshments
in the middle of the meeting?

6. Remember to include time for...

unstructured question and
answer period

,

refreshments'

Make all parents` feel they are
contributing somethipgr that it
is worthwhile for them to come.
Ask their opinions = and make
sure their questioni and com-
ments are recorded in the min
utes. Se° specific; ask about
their children, not students in
general. Make them feel like
they are experts, that they can
offer something no one else
can, and that you sincerely

-want their contributions.



e.s.e.a. title one
Phoenix triton high school district

TIPS FOR MEETING AGENDAS ideas
When planning parent advisory council

meetings, think in terms of these
kinds of items for the agenda:

Informational items: These are the
things informed parents and council
members should know, such as an
overview of the Title One program,
the role of the PAC, review of the
program evaluation report and review
of the needs assessment findings.
Beware of letting council meetings
become only times to fill parents'
heads with information, however.

Advisory items: Advisory items might
be considered as when council members
do something with the knowledge they
haye gained from, the informational
matters. Ideally, every information
item would be followed by an advis-
ory item, such as when parents follow
the review of the needs assessment
with the development orrecommenda-..

tions about instructional priorities.

Activities: Informational items may
be considered as "sit and listen";
advisory items may be thought of as
"sit and talk." Activities, then,
should'be when parents have an
opportunity to do something physical.
Walking tours of classrooms, games to
meet other people, taking a basic
skills test, doing a student's skill
exercise and the ever-popular pot-
luck meal are some examples of
activities.

To prevent council members' attention
from dropping off, try to plan at
least one activity for each meeting.
The middle of a meeting is a good
time for an activity- -then, it gives

parents a.chance to stretch and perk
up after having sat for a while.

Council business: These are all the
mundane- but - necessary parts of organiz-
ing the council, such as elections,
bylaws adoption, meeting calendar
planning and acceptance of minutes.

Standing items: These are the routine
reports which are included every month:
District Parent Adivisory:Councit report;
workshop report; facilitator, counselor
or community aide report; announcements.

These. matters should be handled as
briefly as possible; if the agenda is
going to be a busy one, these could
even be taken care of through handouts.

Helping-at-home ideas: Many parents are
eager to know how they can help their
students with the basic skills at home.
To serve this need, set aside, a few
minutes during each meeting to offer
some do-at-home skill-building activi-
ties. These tips might be given
through a presentation by a,teacher,
an outside speaker, a'handout, an
inspirational film, or simply a discus-
sion-and-sharing time among council
members. Don't limit the tips to just
schoolwork, either; parents are also
interested in improving parent-teen
communications, ways to meet the chal-
lenges of being a single parent, dealing
with drug /alcohol problems, ideas for
free_and low-cost family educational
experiences (museums, community events,
etc.) and improving their own basic
skills.

Obviously, a PAC meeting's' agenda can
easily become packed; the planners' job
is to balance the content so the council
achieves what it must and each member
comes away feeling the meeting was
personally worthwhile and interesting. 0
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GLOSSARY OF SPANISH TERMS
for Title I PAC agendas

AGENDA TERMS

MEETING: junta
AGENDA: agenda
WELCOME: bienvenida %
APPROVAL OF MINUTES: aprobaci6n de resumen de la junta anterior
REPORT: reporte--
PRESENTATION: presentacian
OLD BUSINESS: negocios viejos
MEW BUSINESS: negocios nuevos
.ACTIVITY: actividad
ADJOURNMENT: cerrar la sesi6n
REFRESHMENTS: refrescos
POTLUCK: comida "potluck" (cada familia puede traer un platillo)

TITLE I TERMS

BASIC SKILLS: habilidades bSsicas
BYLAWS: reglas
COMPLAINT PROCEDURES: procedimiento de quejas
EVALUATION: evaluaci6n
ELECTION OF OFFICERS: elecciones de oficiales
ELECTION OF MEMBERS: elecciones de los miembros
MONITORING: vigilar el programa
NEEDS ASSESSMENT: determinacian de necesidades
OVERVIEW OF TITLE ONE: introduccian al Tftulo Uno
PROGRAM PLANNING: planear el programa
PROPOSAL: propuesta OR aplicaci6n
SCHOOL PARENT ADVISORY COUNCIL: concilio consultivo de padres de familia

de la escuela. DISTRICT P.A.C.: concilio consultivo de padres del
distrito

TARGET SCHOOL SELECTION: selecci6n de escuelas designadas
TITLE ONE PROGRAM: el programa Titulo Uno

OFFICERS/oficiales

CHAIRPERSON: presidente
VICE CHAIRPERSON: vice-presidente
SECRETARY: secretario (MALE), secretaria (FEMALE)

A



DATES /fechas

Format fot dates in S anish: day, numerals, article "de," month in lower
case, art c e de; year.

EXAMPLE: Mertes, 15 de enero de 1980

JANUARY: enero
FEBRUARY: febrercr
'MARCH: marzo
APRIL: abril
MAY: mayo
JUNE: junto
JULY: Julio
AUGUST: agosto
SEPTEMBER: septiembre
OCTOBER: octubre
NOVEMBER:- noviembre
DECEMBER: dicieTbre

OTHER HANDY WORDS

MONDAY: Lunes
TUESDAY: Mertes
WEDNESDAY: MiSrcoles
THURSDAY: Jueves
FRIDAY: Viernes
SATURDAY: SSbado
SUNDAY: Domingo

YES: st
NO: no

STUDENT: estudiante
SCHOOL: escuela
TEACHER: maestro (MALE), maestra (FEMALE)
NAME: nombre SIGNATURE: firma
TELEPHONE: teldfono
ADDRESS: direccidn
MEMBER: miembro COMMUNITY MEMBER: miembro de la comunidad
INFORMATION: informacion
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TRAINING PROGRAM REQUIREMENTS

Under the new Title One law, the
school district mist provide a

training program for all parent
acivisory council members. The pur
pose of the training is so that
council members can participate
effectively in the Title- One
,pregram and carry-cut their respon
viblOtles for adyking about the,,
planning,,nperation, and evaluation
of title One.

Training for the District Parent
Advtsogy Council will be developed
by the. .district staff with the
cooperation of the District Parent
Advisory Council members. Training
for ,school parent adVisory councils
'will be developed by the site Title
One staff with .the cooperation of
school parent adviSory council mem
bers. Resources and technical
assistance for'.the schoollevel
training will be provided by the
district TitInOne staff.

All training must be based upon the
needs and duties of the 'council
members, The law spec:fically
points out that the training must.
be "planned in full consultations'
with the council members.. Days,
times, lengths, and places of
training should be "determined by
the council for the convenience of
its members, not' for the conve
nience of the Title. One staff, The
training is expected to provide
more _information and skills than
could be given normally during
council meetings.

.a.

I

procedures

So council members can take part
effectively, trithing should be
'concentrated it the beginning of
the school year. It should also be
prdvided throughout the year as
needed.

Funds have been 'budgeted at the
distkict level to pay for training
expenses., For example, an allday
workshop might need a meeting room
away froM, the/school and. a lunch
served to COuncil members. Of
course, council members may also be
reimburied for: transportation and
child care .expenses they have to
pay to attend'atraining session.

The law and federal regulations
-very clearly point 'out that train
ing is to be provided for all
council members. This rule means
that teachers and stydents, as well
as parents, who are council members
are to take part in the training
program. If a training session is
to be, held during school hours,
arrangements dust be made by the

facilitator to release teacher and
studenl. members from classes.
Substitutes for teacher members may
be hired if needrth---------

Title One staff, and
regular classroom indirect teachers
may take part in the training pro
grams.
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Ki

1PARENT ADVISORY COUNCIL TRAINING PROGRAM OUTLINE 4eas
.

topic

OVERVIEW OF 1. Supplementary .basis skills 1. *Wye Help with the.
TITLE ONE program' Basics* brochure on

Title I.

key points resources already developed

2. The district's Title One
program

3. Title One services it the
school

4. instructional approach

S. Parent involvement

OVERVIEW OF 1. e and purpose of the
PARENT -""----imotnc i if

ADVISORY

2. *Title Ome*.slidetape
show on PUHSDA,rogy,am

3. "Handbook .fog, Parent

Advisory Councils*
Chzpters"1-2 (English-
and Spanish-editions)

4.'Parent Resource Pool --

_presentation kit

aNbre for Parents* PAC
brochure

COUNCILS 2. Council organization and 2. "The PAC Picture"
membership slidetape show

3. Duties and activities of 3. Hanobook'for Parent
members Advisory Councils*

Chapters '3, 6,
4. What happens at meetings

5. Officers: duties, offices

6. The DPAC: role, membership,
organization

4., Parent RetoUrte Poe!

presentation,kit

INDIVIDUALIZED 1. What-0o IEP is and how it 1. "1E0: Planning &
EDUCATIONAL is prepared Communicating* slide
PLANS . tape show

2. How understand it

3. How the student will follow it
in the classroom



topic 'key points resources already, dexeleped

LEADERSHIP/ 1. Bylaws,
P.A.C.

OPER/V:IONS 2. Planning PAC activities

3. Working with the sctool

4. How to conduct/take'part
a meeting

5. Rules of order

6. Council communications

7. Training

MONITORING 1. What monitoring is

2. How parents can take part

1. "Handbook for Parent
Advisory Councils"
Chapters 4-5, Appindices
2-3

2. Parent Resource Pool
in presentation kit

3. What to look for

4. Activity: practice Monitoring

5. Monitoring by the state

NEEDS 1. What needs assessment is
ASSESSMENT

2. The needs survey

3. Test results

4. Establishing priorities

TARGET SCHOOL 1. The'process: public schools
SELECTION

2. The process: private schools

3. PUHSD Title One schools

EVALUATION 11 Whit an evaluation isli

2. How Title One is

3: "PAC Planner's Workbook"

1. "Handbook for Parent
Advisory Councils"
Chapter 11,

2. Parent Resource Pool
presentation kit

3. NonitOring the Title
'One Program', Slide-
tape show-

1. "Handbook for Parent
Advisory' Councils"
Chapter 7

2. "PUHSD Title One Needs
Assessment Report"

1. "Handbook for Parent
Advisory Councils"
Chapter 9 and Appendix
5

2. Title One proposal

1. "Handbook for Parent
Advisory Councils"

evaluated , Chapter 8

3. How to'9nderstand the results .2. "PUHSD Title One Program
Evaluation" Report'

4. PUHSD program fesults
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topic . key points

3

resources already developed

STUDENT 1., Who may be served by Title 1. "PUHSD Title One
SELECTION One (federal regulations) Applicationustudent

selection criteria
2. The need for priorities

3. Testing: how students are
chosen

4. How td understand test scores

PROGRAM. 1. The Title One-program cycle 1. "Title One Cycle"'
PLANNING Parent Resource Pool

Handout
2. What an application is

2. "PUHSD Title One
,3. Organization of the applica Application"

tion

4. How parents can take part in
program planning .
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REFRESHMENT EXPENSES

Title One funds may be used to pro
vide refreshments at parent advi
sory councii'meetings. Generally,
refreshments are not intendel to be
full meals. Examples of refresh
ments art: coffee, punch, cookies,
cake, brownies, etc.

Refreshment expenses may vary among
schools because of the number.of
persons who attend, the times of
the meetings, etc. However, be
caus.e refreshment funds come froin a
single district budget, excessive
usd by one council. may limit the
money available for refreshments
for the others. When refreshment
expenses ale expected to exceed
$15, the site facilitator shoujd
check with the district Title One
supervisor or the parent advisory
council assistant first.

A blanket purchase order will be
established with a local grocery
chain to cover the .costs of
refreshments. Funds for the
account will be provided at the
district level. The purchase order,
number to be used for these pur
chases will be provided to the
facilitators. An itemized receipt
mutt be obtained from the store and
submitted to the district Title One
secretary.

Arrangements with the cafeteria -for
efreshments or meals may be made
Y the site staff: Following the

meeting, an itemized invoice
be obtained from the cafete

ria. The site secretary must send
this statement along, with a req
uisition for payment (see sample)
to the district Title One office.

procedures
Occasionally, a council may wish to
have a meal at a meeting. For
meals, follow these guidelines:

1. Meals should be limited to no
more than one or two times per
year.

2. Obtain prim approval from the
district Title One supervisor
or the parent involvement
specialist.

.

3. Potluck 'meals are encouraged.
For potluck meals, Title I

funds may be used to purchase
-the main course (for example, a
ham or some other neat course).

4. Meals can be very expensive.
It is the responsibility of the
site facilitator and the coun
cil officers to see that Title
One funds are used wisely when
meals are provided. For this
reason, restaurant service' is
generally discouraged (but is

allowed in limited situations).

5. Meals may often be obtained In
expensively through the school
cafeteria. Use of the school
cafeteria is encouraged.
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REIMBURSEMENT FOR MEMBERS' EXPENSES procedures
Members of the parent advisory
council who are not regular employ-
ees of the school district may be
reimbursed for transportation and
babysitting expenses that were
necessary for them to take part in
council activities. These expenses
can onl be reimbursed; they cannot
be paid for in advance.

The communi2y aide will provide a
ride to parent advisory council
meetings fQr members who ask for
it. In many eases, it will be to
the member's advantage to ride with
the community aide rather than to
wait for reimbursement .for use of a
personal car.

To claim either or both mi'leage or
babysitting, the councij member
must :::bmit an *invoice fOr parent
expenseso form. The invoice form
must be submitted in triplicate
with a green _federal' program
requisition for mime it prepar-

?

ed by the site secretary (see.exam,
pie). -An original (i.e., original
signature) -invoice form plus two

photocopies are acceptable. A
check will be mailed to the council
member. Payment usually takes six
to eight weeks. i

Mileavi: Members may, be reimbursed
for mileage if they drive in their
own car,.or, for -bUs fare to get to
PAC meetings or other council
activities. Mileage will be reim-
birsed at 18 1/0 per mile. The
following must be included on the
invoice form:

1. Starting and ending odometers

(mileage) readings.

2. Total miles travelled (round
trip - double the mileage one
way to the meeting).

3. Amount claimed for reimburse-

Child Care: Like mileage, babysitt-
ing or child care costs may be reim-
bursed when members muss pay them in
order to attend a Parent Advisory
Council activity (meeting, monitor-
ing visit, etc.). The following must
be submitted when applying for -

reimbursement of child care expenses:

1. Three copies of the invoice form.

2. A receipt, of payment from the

babysitter (see example). NOTE:
Processing cannot begin until the
receipt is received.

3. A green federal program requisi-
tion for payment (prepared by

the site Title 1 secretary).

Payment by Title I may be made
directly to the babysitter. In this
case, the babysitter must fill out
the "invoice for child care form"
(see example). This invoice must
also be submitted in triplicate
along with a requisition. Then, the
check will be made out and mailed
-directly to the babysitter.
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INVOICE

For Parent Expenses.

To: Phoenii Union High School District 210
ESEA Title I
P.O. Box .3947

Phoenix, Arizona 85030

Q Reimbursement for expenses incurred to participate in ESEA Title One Parent
Advisory Council activities on (date)

For offic_,use only
Invoice number
Invoice date
P.O. number

19 at
(place)

NAME (nombre)

MAILING ADDRESS (direction)

Zip

TO THE BEST OF MY KNOWLEDGE; ALL INFORMATION ON THIS PAGEIiTRUE AND CORRECT..4318 (Aseguro que esta informaciSn esta correcta.)

cla SIGNATURE (firma) DATE (fecha)

COMPLETE THIS 1. CAR LICENSE NUMBER
SECTION ONLY (numero de Licencia del carro)

0114nIF YOU DRIVE
YOUR OWN CAR

golimmilimm TO THE TITLE
*aim

o2
EE

.10

ONE MEETING
OR WORKSHOP.
COmpleta
solamente si
conducen su
propio carro.

2. STARTING MILEAGE AT YOUR
HOME (comenzando millas
de la casa)

3. MILEAGE READING AT THE
MEETING (termtnacion
millas de ajunto)

4. MILES DRIVEN TO MEETING (millas)

5. MILEAGE READING AT END
OF RETURN TRIP

(terminaciOn millas de la casa)

6. TOTAL MILES ROUNDTRIP (entera millas)

7. AMOUNT TO BE PAID
(cantidad que se necesita pa9ar)
Total miles X 181/44 per mile



CLAIMS FOR
BABYSITTING
EXPENSES CAN-
NOT BE PRO-

Q CESSED UNTIL
Q,) 0 YOU IN A
*. r RECEIPT

TURN
SIGNED

(:1.= BY, THE BABY-
C SITTER.
0 Demandas pc)

'0 haberlt cui-
:1=f07.: dado los

jc: a no se comple-
14, !Lk tarSn hasta

que tasted en-

tregue un re-
cibo firmado
por ia nifiera.

1. Coit per hour (costo por horo)

2. Number of hours (cuantas horas)

3. TOTAL COST FOR CHILD CARE (enters costo):

Approved 'Facilitator Budget coding:

Mileage '110-300-5710
005-191-0501:518

Child care. 110=300-5790
005- 191 -050 -805

CD:ja
8/8/80
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OR CHILD CARE--

I have received payment of $ for child care
services from:

Signed

Address

(); -1 of parent advisory council member)'

Date

City State Zip'

Cost per hour: $

Number of hours:

Total cost:

Date child care was provided:

OR 'CHILD CARE

I have received payment,of $ for child care
services from:

(naffle of parent advisory council member)

Signed

Address

Date

Cost per hour:

Number of hours:

Total cost:

Date child care was provided:

City State Zip

RECEIPT RECEIPT
FOR CHILD CARE FOR CHILD CARE

,I have received payment of $ for child care
services from:,

Signed

Address

(name of parent advisory council member)

Date

Cost per hour: $

Number of hours:

Total cost:

n3te child care was nrovided:

83

City State Zip

I have received payment of $ for child care
services from:

Signed

Address

(name of parent advisory council member)

Date

Cost per hour:

Number of hours:

Total cost:

City -State Zip

Date child care was provided:
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INVOICE

For Child Care

TO: PHOENIX UNION HIGH SCHOOL DISTRICT #210

E.S.E.A. TITLE I

P.O. Box 3947

, PHOENIX, AZ 85030
Date

I provided child care.services for (number) children'of

(name of parent advisory council member)

on (date) so he/she could attend a Title I

activity.

Time of child care: From

Cost per hour: $

Number of hours:

Total cost:

to

I have not received payment for these care services from the parent

advisory council member.

Signature

Name (please print)

Address

City

Telephone

SUBMIT'IN TRIPL16A1E

Allow six to eight weeks to receive payment

APPROVED BY

CD:dm
8/79

State Zip

P7R4FiiCbordinator Date

Director, Federal Programs

'Coding Information

Date

83
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GUIDELINES POR ATTENDANCE AT DPAC/PAC proceduresRELATED WORKSHOPS/CONFERENCES

This document provides guidelines
for 'attendng workshops, confer
ences or other activities where all
or part of the expenses might be
paid by the Phoenlx_,Union High
School District ESEA Title One
Program.

PARTICIPATION IN DISTRICT TITLE ONE
WORKSHOPS/CONFERENCES

Financial support for participants
in District Parent Advisory Council
(DPAC) or School Parent Advisory
Council (PAC) activities will be
limited to the following, as
listed:

1. MILEAGE: DPAC members and
alternates, school PAC members,
Title One staff who are needed
as resource persons.,

2. BABYSITTiNG: DPAC members and
alternates, school PAC members.

3. REFRESHMENTS & MEAL FUNCTIONS:
DPAC members and alternates for
DPAC functions', school PAC mem
bers for PAC functions, Title
One staff who are needed as
resource persons, school and
district administrators, Board
of Education members, other
resource persons. invited by. the
Title Orie Supervisor.

PART1CrA1'ION IN OTHER WORKSHOPS/
CONFERENCES

1. The DPAC will consider all such
activities at their regular
meeting and will recommend to

Abe District Title One Super
visor whether to have repreien
,tation at the activity. The
DPAC's eecommendations should
be based upon the following:

a. the degree to which informa
tion, expertise, and other
resources presented at the
workshop or 'activity are not
available in the district or
locally

b. the goals of the workshop or
activity

c. budget implications-

d. the relevance to the Phoenix
Union High School District
Title One program

e. the degree to which new re
formation will be introduced

the content of the program,
as described in the agenda

f.

g. the participation of Phoen'ix
Union High School Distritt
PAC members in the program

2. If representation at the activ
ity is recommended, the DPAC
will recommend to the Title Cne
Supervisor the names of persons
to represent the district at
least five Nicks prior to the
date of the activity. The
DPACI recommendation should
take into consideration the

a. persons recommended must be
currently active members of
a Title One PAC, at 'either
the 'school or district
level

b. persons recommended must
have indicated that they
intend to actively and reg.
ularly participate in the
PAC after attending



GUIDELINES FOR ATTENDANCE AT DPAC/PAC RELATED WORkSHOPS/CONFERENaS

c. persons recommended for par
ticipation during the course
of a year should reflect as
many different schools as

possible

d. a balance should be main
tained in recommending new
PAC members and those who
have served on a council
during at least the previous
year

3. The Title One Supervisor will
review the recommendation of

the DPAC. The Title One Super
visor will either concur with
the recommendation or amend-it.
if amended the Title One Super
Osor will review it with the
DPAC officers within a week.

4. The Title One Supervisor will
in turn re ommend names of the
participants to the Assistant
Superintend nt for Instruction
by the su mission of travel
request forms at least four
weeks prior to the activity.

5. The Assistant Superintendent
for Instruction gives final
approval for 0l instate
travel. The Board of Education
g:ies final approval for all

outofstate travel.

6. The Title One Supervisor will-
meet with the participants
prior to the activity\date to
review all necessary Crave!

, .

arrangements.

DISSEMINATION

Upon return the participants will
make an oral report at the next

DPAC meeting, and at their respec
tive school PAC meetings.
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WHAT'S THE PQ (PARENT QUOTIENT) OF YOUR
PAC MEETINGS?

PR1,10T ION

f 1/ Postcards are mailed to all
parents one week before meet
ing.

Community aide calls as many
parents as possible one week
before meeting.

Community aide calls as many
parents' as possible the day
before the meeting.

Community aide offers trans
portation to meetings.

Parents talk to other parents
about attending the meeting.

Teachers tell students about
the meeting (and explain why
parent involvement is impor
tant).

Parents are informed that
babysitting during meetings
will be reimbursed (and orms
are available at all Meet
ings).

AT THE MEETING

( ) The PAC officers,. not the
facilitator , conduct the
meeting and are not simply
'figureheads.

School staff is friendly and
weiconio parents individually
Isthiy-come into the meeting
room.

( ) School staff treat parents as

equals and never talk down to
them.

( )

)

(

( )

Parents are never put "on the
spot" -or made uncomfortable in
front of the others.

Parents have a chance to speak
out and to ask questions.

Parents haye a chance to ex
pr ss their views to staff on
an individual basis if they
fe I uneasy about speaking up
dur ng the group session.

Sta f listen.

Meetings allow parents to get
to kbow each 'other and the
staff on a onetoone basis.

Chairs are arranged so that no
authority relationships are
implied (such as the

facilitator sitting at a head
table)

School staff fade into (and
sii in) the background, yo
that parents are at the
forefront of the. meeting.

Staff who ate present pay
attention and stay, for the
entire meeting.

Presentations by staff are en
livened by audiovitual 'aids
,(overhead transparencies,
chalkboard, handouts, slide

%shows If appropriate),
7



"

WHAT.S THE P.Q. (PARENT 6UMENT) OF YOUR PAC MEETINGS?

Meetings are paced briskly and
are interesting enough that
the facilitator would want to
attend even if he or she lid
not have to.

( ) PAC goldtimers' are treiled
upon to help motivate new par
ents.

MEETING SUPPORT

( ) Facilitator and school PAC
officers jointly plan the
agenda two weeks before the
meeting.

( ) Every agenda has at least one
item that has parents do some
thing (besides just ,sit and
listen).

Translation services are
available if needed (and
parents are aware of them).

The time of the meeting -is-

convenient for parents.

Meetings are sometimes held
away from the school in pla.ces
where the ;)arents feel ,com
fortable (PAC officers* homes,
community centers, etc.)

Everybody (staff and members)
has a name badge.

Parking is available and con
venient to-the meeting loca
tion.

The route to meeting location
is well marked with direction
al signs so patents can find
their way easily.

2

`k
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TITLE ONE PARENT ADVISORY COUNCIL EVALUATION ideas

1. Do you feel' that your member-
ship in the PAC has helped your
student do better in school?
( ) yes ( ) no

2. Do you
the PAC

( ) yes

feel that e role of
has been well efined?

( ) no

3. How- much do you feel that the
parent advisory council was
able to help make better the
services given students through
Title One?
( ) very much

( ) some

) nono

4. Do you feel that you have been
able to influence the way the

. Title One program works as much
is you would like to?
( ) yes ( ) no

5. Do you feel you have gotten
enough support from the staff?
( ) yes ( ) no

6. "Do you feel better informed
about your school as a result
of belng a PAC member?

( ) yes ( ) no

7. .Ha: your. opinion of the school
changed as a result of you
beimg a PAC member?,

)

)

)

1 now think the school is

doing a better Job than I

thought befdre.
h have not changed my view
of the school.
I now think the school is

doing a worse Job than I

thought before.

8. As a result of being a PAC mem-
ber, do you now feil more will-
ing and more able to take an
active part In the affairs of
the community?

( ) Yes, I feel more willing
and able to be active.

( ) I was active before and I

want to continue. to be
active.

( ) I- feel no more willing or
able to be active now.

( ) I feel discouraged and I

will be less active in the
future.

9. Do you have-any comments about
the parent advisory council?

110

111111.11110111

10. Do you have any comments about
the Title One program?

,91
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PUBLIC LAW 95-561NOV. 1, 1978 92 STAT. 2167,

"PARENTAL INVOLVEMENT-

.' "SEC. 125. (a) ESTABLISUSIENT OP ADVISOWE COITNCIL8.(1) A. local
educational agency may receive funds under this title-only if it estab-
lishes an advisory council for its entire school district which

"(A) has a majority of members who are parents of children to
be served by projects assisted under this title;

"(B) is composed of members elected by the parents in each
district; and

"(C) includes es representatives of children and schools eligible
to be -served by, but not currently participating in, programs
assisted with funds provided under this title.

"(2) (A) A local educational agency may receive funds under this
title only if it establishes an advisory council for each proiect area or
project school, except as provided in subparagraph (B), which

"(i) has a majority of 'members who are parents of children to
be served by programs assisted under this title, and

"(ii) is composed of members elected by the parents in each
project area or project school.

"(B) In the case of any project area or project school in which nor.
more than one full-time equivalent staff member is paid with funds
provided under this title, and.in which not more than forty students
participate in such programs, the requirements of-subparagraph (A)
shall be waived.

"(C) In the case of any project area or project school in which 75 or
more students- are served by programs assisted by funds provided
under this title, each such project area or project school advisory coun-
cil, in addition to meeting the requirements of subparagraph (A),

(i) be composed of not less than 8 members, who shaltserve for
terms of two years, after which time they may be re-41ected;

"(ii) elect officers of the council after it has been fully consti-
tuted; and

"(iii) meet a sufficient number of times per year, according to a
schedule and at locations to be determined by such council.

' "(3) Any individual who is a teacher at a school serving a project
area or is a parent of a ,child residing in an eligible school attendance
area oe attending an eligible school shall be eligible to be elected as a
member of the district-wide advisory councils established pursuant to
paragraph (1), but nothing in this sentence shall preclude the eligi-
bility of.other individuals who are residents in that district. No indi-
vidual who is a teacher at a project SCh rra school serving. a project
arl...a shall be ineligible to be elected as aember of a distrfct-wide or
project area or school advisory council c,n the basis of residency outsidc
such area or district.

"(b) Resroxstsierties or ADVISORY Corscri.s.Each local educe-
tional agency shall give each advisory council which it establishes
under tubsection (a) responsibility for advising it in planning for, and
implementation and evaluation of, its programs and projects assisted
under this title.

"(c) Access Tn INFOR3r.trios.(1) Each local educational agency
shall provide without charge to each member of an advisory council
established by such an agency under subsection .(a) of this section

"(A) a copy of the text of this title,
"(B), a copy. of any Federal regulations and guidelines issued

under such title; and
"(C) a.copy of appropriate State regulations and guidelines

associated with this title.
"(2), Each State educational agency shall provide a copy of any

report resulting from State or Federal auditing, monitoring, or eval-
uation activities in any district to the parent advisory council estab-
lished pursuant to subsection (a) (1) in such district.

Advisory council
for entire school
district.
20 USC 2735.
Membership.

Advisory council
for project area or
project school.
Membership.

Waiver.

Additional
requirements.



"(d) TRAINING PROGRAMILEach local educational agency applica-
tion for funding under this title shall describe a program for training
the members of advisory councils established pursuant to subsection
(a) to carry out their responsibilities as described in subsection (b).
Such training program

"(1) shall be planned in full consultation with the members of
such advisory councils;

"(a) shall .provide each member of each such council with ap-
propriate training materials; and

N3) may permit the use of funds underthis title for expenses
associated with such training, including expenses amciated with
the attendance of such members at-training sessions.

"(611.1VORSISHOra ON PARENTACINVOLVZYZNT.FOT each fiscal year
for w ich payments are made to State educational agencies under this
title, the Commissioner shill sponsor workshops in the several regions
of the-United States which shall be designed tr., assist local educational
agencies to work with and provide training to parent advisory coun-
cils established under subsection (a) of this section and to facilitate
parental involvement in the programs conducted under this title. The
workshops shallbe planned and conducted in consultation with mem-
bers of parent advisory councils in the region served b1 the workshop.
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"Szc. 124. (a)

"(f) COORDINATION WITH OTHER PROGRA311.-( 1) A local educa-
tional agency may receive funds under this title only if it demonstrates
that, in the development of its application, it as taken into considera-
tion benefits and services which are or may be available through other
public and private agencies, organizations, or individuali. The local
educational agency shall also demonstrate that in order to avoid dupli-
cation of effort and to ensure that all programs and projects comple-
ment each other, it has considered suggestions and offers of assistance
made by other agencies which may aid in carrying out or making more
effective the program or project for which the, application is made.

"(iTEACIIZR AND SCHOOL BOARD PAR; educa-
tional agency may receive funds under this title only if teachers in
schools participating in programs assisted under this title, and school
boards or comparable authority responsible to the public with juris-
diction over the schools, have been involved in planning for those
programs and will be involved in the evaluation thereof.

"(j) Paaz.*sr Pawrictr.vriox.A local educational agency may
receive funds under this title only if parents of children participating
in programs assisted under this title are permitted to participate in
the establishment of such programs and arc informed of, and per-
mitted to make .rectititmendations with respect to the instructional
goals of the program andihe progress of their children in such pro-
gram, and such parents are afforded opportunities to assist their
children in achieving such goals.
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